o
MASSACHUSETTS
ONE-STOP
CAREER CENTERS

Resume (Bdn ti€u so viéc lam) l& phan quan trong trong
phudng trinh tim viéc. D6 & chia khéa méu cd0a vao hang,
vi né gitp quy vi ti€p xtc tryc dién lan dau tién véi chd nhan
cUa ngi xin vao lam. Vay can khai sy tU dau2 Coé thé trinh bay
ky ndng theo céch ndo cho hiu hiéu dé chu nhan thay quy vi
chinh l& dng vién cho céng viéc?

D6 la mét vai cau hdi quy vi phéi gidi dép khi tién buéc trén
quéng dudng tim viéc lai. TS thong tin nay phdc thdo mét s&
gdi y dung viét resume that hdp dan tU viéc bay t6 muyc tidu
dén trinh bay ky néng.

Thu Gon Y Chanh

Musi d&n ba mudgi gidy... D6 la thsi gian mot chu nhan tiey biéu
dung dé doc luét resume. Vay c6 thé lam gi dé ban tiéu so Endi
bat lanE2 DU chi méi khai sy viét hay cap nhat resume, quy vi nén
nhé & ch nhan sé fim diém tusng hgp gida ky néng can thiét cho
cong viéc va kinh nghiém, do d6 can digu chinh néng lyc va thanh
tich theo céng viéc mudn lam. Sau day la mot vai hudng dén
théng thudng:

=» Thuyét phuc ngusi doc ngay tU dau - Myc tiéu (néu cd) phai
dudgc trinh bay ngdn gon, va can tap trung vao ¢d hdi viéc lam
cy thé. Nhing ky néng va ndng lyc t6t nhét cing phéi dugc liét
ké tai dau trang, trong phan tém lugc ky ndng hodic phan mé
t& cdng viéc dau tien. Nén lam sao cho chi nhan dé dang thédy
dugc chic vy va tn hang khi doc 1uSt ban resume. Théng tin
thiu trat ty hodic tdn mdc rét khé theo déi var sé bi ngusi doc
bé rai.

=» Trinh bay kinh nghiém lam viéc méi nhdt - Nén ghi cu thé ba
dé&n ndm vij tri cudi cung hodc viéc lam trong mudi nédm gan
déay. Chitém ligc nhing vi tri d& dam nhiém rdt sém trong
resume néu ching ddc biét lién quan d&n cdng viéc dang xin
lam.
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=» Lam n&i bat thanh tich - Bat cd ngudi nao doc luét resume
cOng phdéi xdc dinh dugc thanh tich cua quy vi. Ping lam
ngudi doc sa lay vi nhing diém it quan trong hay l&p lai
céc chi tiét chung cho nhigu vi tri. Tiéu sé0 viét dai dong
- ch¥a cdc doan van va cdu dai - lam mét rat nhigu thsi
gian dé doc va dién dat qud it.

= Viét resume Ehdp d@nE - Ban tidu s60 phai ¢6 cach trinh
bay dep mdt va chuyén nghiép, cé6 nhiéu ché tréng gida
cdc dogn vén. Bing nhdi nhét qué nhigu théng tin vao
mét trang hodic ¢6 géng qud mic véi kiéu chd déic séc
hay gidy la mét.

=» Dung tU biéu thi hanh déng khi néi vé thanh tich - Mét
vai thi dy: phan tich, thuc hién, thiét tri, xem xét, khai sy,
quén tri, van hanh, dé& nghi va gidm sét.

=» Cén than ki€ém tra chénh ta ban resume - Tranh 16i chénh
td, 18i in va sai van pham. Can cé it nhat hai ngudi khac
nhau xem lai tryéc khi in va géui di.

Chudn Bj Danh Sach Kiém Tra Resume

Khi viét xong bén thdo resume, quy vi nén ty hoéi nhing diéu

sau day:

v/ Resume c6 bi |16i khong? (Lbi in, 16i chdnh té hodic
dung tU khéng hgp)

/ Cé trinh bay ding trong tém muyc tiéu nhung khéng
qué ngdn gon khong?

v/ Cé dung tU ngl dinh lugng dé& nh&n manh thanh
tich khong? (Nghia la s& tién ban dugc, s6 ndm kinh
nghiém, v.v...)

v/ Cé cho biét thanh tich hon cé ky néng va nhiém vy
khéng?

v/ Ngbén ngi cé ré rang va dé hiéu khéng?
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v/ Da bé hét tho in cé
hét théng tin cd nhéan khéng lién quan chua?
chua?

/ TiBu s60 c6
s&0 ¢ nhd .,
i vao | h&n manh Igi ich cho chd nhéa
do lam khéng? chd nhén coa nei

v |é7U s6U cd 1o
I uc Si
6 lam cho ngusi doc udn xem khéng?
g'

7/ Tiéu s60 ¢6 dudc i
(U]e] A A 1A
khéng? 3c in trén gidy 16, logi chuyén dyng

/ Céch i o
dach trinh bay cé lam phai chd y khéng?
v/ Nh{ i& '
Ung diém manh cé néi bat 1én khong?

v/ Ky nghé/Logt s¢
2 3/Loat sédn phdm c ,
rang khéng? phém cta chd nhén trydec dé c6 ré

v/ Cau van cé bét de
t dé 3 N -
khong? &t dau bang tU ngT chi hanh déng

v/ Tiéu sdU cbd 9
. cho biét nhing ky na
cUa ngusi viét khéng? g ky néing gidi quyét réc réi

THOMAS B. JOHNSON
439 South Adams Street
W. Bridgewater, MA 02331
(508) 378-9999

OBJ ECTIVE: Manager of Credit and Collections

H. P. Hood Inc., Boston, MA

CREDIT MANAGER

* Managed 2 credit and collection portfolio of food service, distributor, military
and other government related accounts comprising & regional sales volume

of $150,000,000 and over 2,000 accounts.

* Contributed in reducing days sales outstanding

* Coordinated, organized and imp\cmcnwd anew s

procedures with a major school system resulting in
payment time by 45%-

* Developed, designed and implemcmed vendor and bank cr

EXPER!ENCE:

by as much as eight days.
¢ of invoicing
the reduction of total

Quinol Industries, Inc., Quincy, MA

CREDIT MAN AGER
* Managed an accounts receivable portfolio of petroleum distributors and

home delivery dealers hroughout New England totaling over 500

accounts and an annual sales volume of $80,000,000.

* Brought previous collection turns from 75 days t0 present average of 38
days, turning sales increase t0 cash in less than 40 days.

+ Planned, negotiated and secured 2 four way Cross corporate guarantee

from a well known high volume petroleum dealer.
vision of W- R. Grace & Company,

‘Emerson and Cummings, 3 di
d COLLECTIONS SUPERVISOR

* Managed an accounts receivable portfolio of the company's Dielectic,
Microwave and Flotation Divisions C al sales volume

of $’30,000,000 in the electronics industry.
* Hired, trained and supervised 2 staff of six full time employees and

handled 6,000 t0 10,000 diversified accounts.
* Reduced bad debts by as much as 15% through an improved monitoring

system and quicker inter-department pursuit.

Massachusetts based

omprising an annu

EDUCAT!ON: Data Corporation, Boston MA
ntroduction t0 MOS-DOS and Lotus 1-2-3
Nort.heasternUniversity,BoswnMA
B.S.in Management with Honors

Dun and Bradstreet, Inc., New York, NY

Certificate in Credit and Financial Analysis

PROFESSION AL
AFFlLlATlONS:

New England Association of Credit Executives, T

edit inquiry letters-

1991 - 1995

Norwood, MA
1981 - 1991

nc, Arlington, MA

Ty C ¢
j Quang Céo cho Minh Trén Gidy - Resu
- me

Quyé&t Tam

Viét resume hay la digu thiét ygu dé
cong cu ty qudng cdo ,'eT yeu dé ﬁ.m vide. 6 la
cho chi nhé quy vicung véi kinh nghié
vil Job shan tuong loi. Ve hy dé nd phu'lgvlﬂem,
Guide (Hudn [‘)’;’rnc.lAgNh(?f K9 Tim Via), Resu quy
ahdng én hg an ,Vlef Tiéu Séu Viéc Ildr;) va me
Tam Ngh‘épNGr;.AkhcicOc DCS c6 sén tai Trun
Center) nay. ?:ofg 23031/6?0 (|One-Stolo Career °
cung cé h ng loat hoi the X
nhﬁigdbzﬁhn(:guy vi thém nhigu goi § 3;@2“

A&u resume rat hCIy nva

1995 - 2000

Day |& dan 3
ang mau thydng dun -
resume theo thi ty thi gian gnhet-

cho céc khiém thi t
Inh, A ~ ~ N e
géi déch vé chuyén ti€p (Relay Services) 1-800-439
-800-439-0183 hoéc 711
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